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il Establrsh retentron schedule for rel’ . Microfilm and destroy  originals.

Dnspose of present. occumu|otron No . L
additional accumulation -is”™ antici- " ¢ cords for which .there-is.a continuing - :'- Originals if not microfilmed would be
pcted Records have ceosed to have value accumulation, The - records - will. cease to retained for the period of time indicated.
to warront retenhon S Sel o have value to warrant their retentlon after. . - . .
v o 'A Y. " the period of hme md:cated ,
6. Recommendation

5. Description of Records
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4 work or activity to which ‘the records . relote ‘inclusive dates and quantlty and Board of Public
No. © 1. (cubic or linear feet). Show recommended retention period.- - . |Works.

1. PAnmomT'rIcmrs | Lo
siger 2 5/8n x h" 2}0 x 6" (Autmtie)
Datess 1961 « - (scattared)
+ Quantitys 110 cudbic feet . .
.. Fle Arrangements Gn'onologieal - '
' “Anrmal Accummlations 200 cubic feet (este. )
v Audit.a Anmal external audit and periodic internal mdita

: _ me county md.nteins t.hree attmded park!ng lots in Silver Spring,
. two of which ssue parking tickets with windshield stubs. to be left '
on the car. The third lot has an gutoma'in machine at the entrance -
| which issues a ticket stamped with the time, tut no windahield stubs,
| Only one lot has equipment for stamping time out (the other two lots
have - such -equipment on order), . In addition, merchants may purchase
courtesy parking: stamps from the County, shich are pasted -on the cus-
; t«:mer'e ticket ad mdnce the parldng ‘charge by five cents per atmp

" lat the close of business each day, dnpncate depoalt slips are pre-
" kpared at each lot, one slip accompsndies the bank deposit and the other| .
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148 retained at the lot,- Each morming the previous night cash ‘deposi
are counted at the bank, -compared with. the deposit slips md the
-called in from the bank to the Division of Traffic Engineering.

+| At the time the mtorist Qeaves the lot,- the attendant enters the
parking ticket number on a Summary Shest showing the amounts paid in
cash and covered by courtesy ticikets. vaex'yother day the Summary
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A&eeta are torwarded to 'I‘rafﬁc &g!.neering md checked aga:lnst

the. bmkbreported eash deposits, ' The tickets remain at the lots
wntil ‘ons cubic foot box is filled, usuallythreetoﬁvedays, o

'an! thenn ara Mcauy arranged and aant o Traffic mg.naering;

Tue recammendation 'belov appnea to both ths parld.ng ‘tickets am ';
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